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August 27, 2003

From: David E. Janssgn’
RECORDS MANAGEMENT AND BOARD REPORTS - THIRD STATUS REPORT

On February 18, 2003, your Board instructed my Office to report back with an overall
plan for maintaining and preserving County records and archives, including cost
estimates. Additionally, on March 4, 2003, your Board instructed my Office to review
and issue instructions on electronic distribution methods for all interdepartmental
correspondence and to provide recommendations for eliminating any periodic Board
reports that may have outlived their usefulness.

As we reported on July 17, 2003, County departments/entities are completing a four

part survey to address the above motions. Responses continue to be provided on a
flow basis, and the current status, as summarized on Attachment |, is as follows:

e 29 have completed the entire survey;,

e 11 have completed portions of the survey and requested time extensions, primarily
to complete the detailed inventory of records; and

e 5 have not responded.

In addition to the survey, on August 4, 2003, my Office sent a memorandum to a
cross-section of County departments asking them to participate in a Records
Management Task Force for the purpose of:
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¢ Meeting with experts in the field of records management;
o Developing policies and procedures;

e Addressing records storage issues;

e Creating a records management training program;,

¢ Developing cost estimates and seeking financing; and

e Addressing with other potential issues related to establishment of a countywide
records management system.

The task force, including my Office, the Chief Information Office, Health Services, the
Public Defender, Internal Services, the Executive Office of the Board of Supervisors,
County Counsel, Registrar-Recorder/County Clerk, the Public Library, Office of Public
Safety, and the Historical Landmarks/Records Commission, will conduct its initial
meeting in September 2003.

Additionally, we have attached the results from the Periodic Board reports survey that
we have received from departments to date (Attachment Il). There are still ten
departments that have not completed the survey. At this time, ten County
departments/agencies provide the Board with a total of 51 periodic Board reports as
follows:

Monthly: 8;
Bi-monthly: 2;
Quarterly: 18;
Semi-annually: 6;
Annually: 11; and
“As Needed”: 6.

Six of the reports are required under County or State Code. The Auditor-Controller is
the only department that recommended modification or discontinuance of periodic
Board-ordered reports as follows:
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| Audit

Board Orde “ _Subject of Board - || Reporting /| e
|~ Date | OrderedReport | Schedule Recommendation
1 07/27/79 Review of | AsNeeded | Only review contracts greater
| Proposition A | than $1 miliion.
1 08/13/96 | Report On | Annually | Discontinue this report as
| Foundation Activities || redundant since the Audit
’ Division currently prepares a
|| summary of information
.| submitted by individual
i departments to the Board.
[04/01/01 | Incidental Expense | Semi- .| Discontinue this report due to
| Annually | the low volume of incidental

expense claims which does not

;
i

My Office concurs with the Auditor-Controller's recommendations and unless otherwise
advised by the Board, these recommendations will take affect immediately.

We are targeting our next update to your Board for late October when we anticipate that
the task force will have met and begun addressing the above listed records
management issues. If you have any questions regarding this status report, please feel
free to contact me, or your staff may contact Dorothea Park of this office at (213) 974-

1319 or at dpark@cao.co.la.ca.us.

DEJ:LS
MKZ:DSP:os

Attachments

c: All Department Heads
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ATTACHMENT |

COUNTY RECORDS MANAGEMENT

Department Comments

Administrative Office, Chief Completed
Affirmative Action Compliance Office Completed
Agricultural Commissionet/Weights and Measures | Completed
Alternative Public Defender No Response
Animal Care and Control Completed
Assessor Completed
Auditor-Controller Completed
Beaches and Harbors Inventory by September 30, 2003
Board of Supervisors — Exec Office Completed

Arts Commission Completed

CCJCC Completed

Children’s Planning Council Completed

Commission for Children and Families Completed
Chief Information Officer Completed
Child Support Services Completed

Children and Family Services

No Response

Community Development Commission

Inventory by November 26, 2003

Community and Senior Services

No Response

Consumer Affairs

Inventory of active files by August 29, 2003

Coroner Completed
County Counsel Completed
District Attorney Inventory of active files by October 31, 2003
Fire Completed

Health Services

Inventory by August 29, 2003; Harbor/UCLA Done

Human Relations Commission

Completed

Human Resources

Completed

Human Resources — Office of Public Safety

Completed

Internal Services

Inventory by August 29, 2003

Mental Health

Entire survey by September 30, 2003

Military and Veterans Affairs Completed
Museum of Art No Response
Museum of Natural History Completed
Music Center No Response
Ombudsman Completed
Parks and Recreation Completed
Probation Department Completed
Public Defender Completed

Public Library

Inventory by October 31, 2003

Public Social Services

Inventory by August 29, 2003

Public Works

Inventory & Periodic Reports by October 30, 2003

Regional Planning Completed
Registrar-Recorder/County Clerk Completed
Sheriff Completed
Superior Court Completed

Treasurer and Tax Collector

Inventory August 29, 2003

COUNTY RECORDS MANAGEMENT
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